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abllity in one or zore Buropsui laligioges, ons or more Uriental langusges, or
& goabloution of wny of these. It 1s veileved thut 400 descriytions for per—
sonusl. oiber thuh tnose inciuced In Appencix 4 have veen sslabilshed wod
spproved by the Civil Service Comalszsiocn.

i0. Total wdalvionsl personnel requirsments for Forelgn Documents

Brench, besed on ths sttucned tentative ':fa for the Treusletion Service

Divigion are as follows:

LAnguists W fulfill Clé requests
Hingulsts to fulfill depurtmental rejuests
Lypiete for Translation Service Divislon

-cu.mra; to be added to FDB/Kaitoriel bivision to aeal
iypists) with the increused work-losd op this Uivision

Malnistretive personnel for Trunslation Service Division
Total |

Dopuly assistant Director
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Pranglation Service Df¥islon . ™
Foreign Documents Branch MF\

Division Chief, CAF=~12

Certsral Intelligence Agency {\
Office of Operations ,i
Foreign “YocumentsBranch

Translation Service Division

Under the general supervision of the Branch CUhief, scts asChief of the
Translation Service Divisiom. ZThis Division is responsible for translating
meterisl of inberest to Yational Seourity submitted by CIA and TAC and
material required by CIA for IAC for their departmental intelligence needs.
The inoumbent will be a qualified translators In the ceapacity of Division
Chief, the incumbent is responsible for the following:

Receives material for transletion from Branch Chief, participates in
assigning priority and target date, and controls progress of translation
through the Division according to priority and target date assigned,

Responsible for progress, accurasy and qualitytag‘work of Division;
responsible for providing proper reference meterial for persomnel of Division;
directs as necessary the preparation of needed translation aids.

Responsible for maintalning records of progress, preparing weekly pro=
gress reports and answering requests for stetus ohecks on translations from
Control Officers

Responsible for meintaining records of all projects in Division for
purpose of cost accountinge

Responsible for security of all material in translation in the Division,

Bdits and proofreads finished translstions; checks all translabions for

olarity and exactness of meaning,

Respongible for the good condition and, upon completion of transletion,
the prompt return of all meterial to the Control Offices

Responstble for preparation for transmission of finished translation
in stendard format.

PFepares weekly efficiency r atings for Branch Chief and periodic
ef ficisncy ratings for CIA persomnel office.

siakes recommendations concerning selection and assignment of persommel
for the Divisiones

Assists in such s taff studies and reports aszq%?be required by Branch
Chief,
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Asgistent Division Chief, CAF«
Central Intelligence Agency
Office of Operations

Foreign Documents Branch

Trans lation ervice Division

Under the genmeral supervision of the Chief, Translation Service Division, is
full assisbant to the Division Chief, scting for him in his absence and
gharing with him the responsibility Bor the work of the Division as follows:

25X1A Assists the Division Chief in supervising the translation and clerical
personnel of the Division, training and orienting new personnel, making
ef ficiency reports, preparing technicel translation aids, requesting supplies
and reference material and preparing progress reports,

As directed bir Chief, supervises translation for eccuracy, correctness
of terminology aend clarity of meaning,

Edits and proofreads finished translations,

Supervises the abstracting of foreign documents (including microfilm) for
the informition of requesting agencies preliminary to complete translation.

Responsible for the lmowledge of interpretution of ma.ps'and charts: and
meking equivalent cartographical and §ta‘bistioal presentations,

Rreponsible for close supervision of clerical personnel in preparation
for transmission of finished translation in standard format,

Performs related duties as required,

> NFIENTIAL
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Glerk=stenographer, CAF-4
Central Intelligence Agency
Opfice of Operations i
Poreign Ducuments Branch

Trens lation Service Division

Under general supervision of Chief, Translation Service Division, will act
as seoretary to Division supervisor performing the following dubties:

Types correspondence, reports, memoranda, etc., from rough drafts in-
volving technical material including foreign language expressions, names, etce

Composes and types Foutine correspondence and memoranda from verbal in-
struotisn or. from office records end files requiring a knowledge of the
internal administration of Foreign Documents Branch and various relationships
between organizations of CIA.

Incumbent must be thoroughly proficient in shorthand and other
secretarial duties to facilitate the rapid translation of high priority
material and the organization of such material in standerd format,

Mainteing of fice files consisting of memoranda, periodic ppogress
reports and translation directives from Chief, Foreign Documents Branche

Sets up files necessary for checking in originel documents, tracing
Progress of this material through the various phases of translatlon and
preparing the documents for return.

Answers routine telephone inguiries relative to business of Division,

Performs related duties as required,
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Central Intelligenes Agoncy
Gffice of Gperations

Forelgn Doouments Branch
Translation Service Division

Transiator GAF.9

Under the general supervision of Intelligence effiocers of higher grade
(gomunta Explojters), sots as a Translator of three Orisntal languages
&rd four or mors Furopean languages, maywhere in the Forelgn Documents
Rranch as assigned, and performs the following duties:

Reads flusntly documents, periocldicsls, newspapers, books, reparts,
studiesn, similar types of documentary materisl written in the three
Griental . four or mors Buropean languages; translates any document
in thess languages in%o good English prose with equivalent Roglish
meaning; scans doouments mnd makes & precis of contents; abstracts
or sunmariges documents ge required,

Responsible for s knowledge of scientific and technical (such as
that encountersd in the Sclentific and Technioal Division) or political,
econcmic, socisl, military, para-military, topographic, ete., terainol-
ogy ia the Oriental and Buropean langunges.

Hesponsible for knowledge of interpratation of maps and charts
in these langusages s»d makes an sgquivalent English cartographical and
statistienl presentation.

Responsible for thorpugh acquaintance with place names, personal
names and surnemes used in area under his cognizance; responsible for
correctly Romanising snd/or translitersting such names into English
in accordance with established policies,

Responsible for knowledge of all printed, handwritten, and all
intermediate calligrarhic forme of the leagusges under his cognizange.

Rewpensible for knowledge of general history, oulture, customs
of people or pecples ueing these languages B0 as $o smploy correct
interpretation of referesnces, innuendos, circumlocution, elipees,
other sppech forme asnd idiomatic constructions; responsidble for
aoquaintance with colloquislisas or patols of the languages.

Responsible for scquaintance with and knowledge of use of gus~
ettaors, encyclopedias, dlotionaries, and other similar reference
nateriel written ia the larguagew under his sognisances and in English.

Responsible for kncwledge of the grammar of these languages, its
graunaticsl peonliarities and syntex, modern, epistolary, and news-
paper style of composition.

Performs related duties se megquired.
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Qentral Intelligence Agenoy
@ffice of Gperations
Foreign Doguments Brench
franslater ~ CAF.8

Pranslation Service Division

Under the gensral supsrvision of Intelligence ’ffi"?i of higher
grade {Documsnts Exploiters), acte as a Trsnslator of 3 Europsan
langusges anywhers in the Foreign Documents Branch as assigned, and
performs the followlng dutiest

Beads fluently doouments, pericdicals, newspapers, and books
written in any 3 Buropean lsngusges; translates any document in 3
Furopean languagses into good English prose with squivalent English
meaning; scans documents written in 3 Buropean languages and makes
a precis of contenis; abstracts or summarizes documents in the 3
Furopean languages as required.

' Responsible for knowledge of political, sconomic, social, rilitary,
para-military, tepographic, eto., terminology in the 3 European
languages and in English.

REesponsible for knowledge of iaterpretatl on of maps and charts
in the 3 Suropean langusges ani makes an squivalenti ¥nglish carto-
graphical and statistical presemtation.

Responsible for thorough acquaintance with place names, personal
names and surnames used in area under his cognisance; responsible
for correctly Homanising and/or transliterating such names into
English in mecordancs with eatablished polioies.

Responsible for knowledge of all printed, handwritten, and all
intermediate cplligraphic forme of the 3 Furopean languages under
his cognisance.

Responsible for knowledge of general history, culture, customs
of pecple or peoples using the languagos 8o as to employ correct
interpretation of references, innunedos, circumlocution, elipses,
other apesch forms and idlematic construotions; responsible for
acquaintance with cellogquialisans or patois of the language.

Responsible for acquaintance with and knowledge of use of gas-
etteers, snoyclopedias, dictionaries, and other similar reference
saterial written in the 3 Buropesn langusges and in English.

Responsible for knowledge of the grammar of the 3 Buropean
languages, its grammatical peculiarities and syntax, nodern, spls-
volary, and newspapsr siyles of composition.

Performs relatsd duties as reguired.
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